
NOTE: Your VACO accesscardnumberand/oryour KASTLE cardnumberhasbeenrecordedwith theOffice of Securityand
Law Enforcement(OS&LE). A computerrecordseachtime your card is usedto gain entry into any areacontrolledby a card
reader. For this reasonand for your protection,your accesscard shouldnot be loanedor transferredto anyoneelse,for any
reason.  Immediately report any lost or stolen VACO ID or access cards to Security.

In the eventyou leaveVA, or transferout of CentralOffice, pleasereturn your VACO ID BadgeandAccessCard to OS&LE
(07C). Returningyour VACO ID BadgeandAccessCardis partof your exit process.Pleasesignyour nameandrecordtoday’s
date in the space below.  If you have any questions regarding this or any other security procedures, please call 202-273-5555.

OTHER
(Specify)

NAME OF FIRM OR COMPANY IF CONTRACTOR OR CONSULTANT

NAME OF RESPONSIBLE VA OFFICE AND MAIL ROUTING SYMBOL EXPIRATION DATE OF CONSULTANT/CONTRACTOR

REQUEST FOR VACO ID BADGE

RETURN TO:  Security Officer (07C), Room C-1, VACO
DATE

NAME OF APPLICANT (Print last name,first name,middleinitial)

DATE OF BIRTH(Month,day,year)

IF VA EMPLOYEE, NAME OF ORGANIZATION AND MAIL ROUTING SYMBOL

OTHER IDENTIFIER

TYPE OF REQUEST (Checkonly one)

NEW ID RENEWAL REPLACEMENT ID (Damaged/Lost) RETIRED CARD READER/ACCESS UPGRADE

EMPLOYMENT STATUS

PERMANENT VA EMPLOYEE TEMPORARY OR STAY IN SCHOOL CONTRACTOR CONSULTANT

Requeststo replacea damagedbadgedo not requirea supervisor’ssignature.
Requeststo replacea lost badgemust beaccompaniedby a memorandumwith a supervisor’ssignature
Applicants for building access for six months or less will be issued temporary passes.

NOTE:

SIGNATURE OF EMPLOYEE SIGNATURE OF SUPERVISORDATE DATE

FOR SECURITY OFFICE USE ONLY
VACO ACCESS CARD ISSUED

KASTLE CARD ISSUED

NEW VACO ACCESS CARD NUMBER

NEW KASTLE CARD NUMBER

OLD VACO ACCESS CARD NUMBER

OLD KASTLE CARD NUMBER

RESERVED

YES NO

VA FORM
JUN 1998 0711 JetForm

NOYES

ID BADGE COLOR

RED YELLOW BLUE GREEN


